HOW TO ACCEPT AND DISMISS PENDING SHIPMENTS

June 10, 2015

1. Log onto Kansas WeblZ and ensure the Provider and Clinic are correct.
2. On the left menu bar, click Inventory then Vaccines.
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[B3L/2014 - Remember to Click LOG OUT
It is really IMPORTANT that you remember to click Log
Out when you exit KSWeblZ.

[03/02/2014] - Contact Information
*“*IMPORTANT™

Please be sure to direct your phone calls to the correct phone number
to ensure that your needs are met in a timely manner.
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3. You will now see the Vaccine Inventory On-hand screen.
4. There are two options for selecting Pending Shipments. Click on the words “There are
Pending VTrckS Shipments” or Pending VTrcks Shipments.
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pack- 1 dose syringes))
- Td (Tenivac (1 dose syringe)) PMC 48281-0215-15 U4GG9AA 01MD/2016 VFC 5@
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5. Here you will find the Pending Shipments page. You can select “Receive, Dismiss, or Details.
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Q Patient Search This is a list of pending inventory transfers. Click "Received” to mark the selected inventory ransfer as received [ ]
Click "Details" to view the transfer or "DiSmiss” to remove it
Home
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Date Lot Quantity
Immun s Order ID / Line Number Shipped Vaccine ~ NDC Number  Shipped
20121022testerd /4 11/16/2012 HepA,  DD0DG-4095-09 78536A 6 Details Receive | | Dismiss | (@)
Inventory -] ped/adol
- Y V! = _
r— 20121022testerd1 15 11/18/2012 HepA 58160-0815-11 AHABV3434 10 Details Receve | | Dismss | (@)
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. 20121022testerl 16 1111672012 :3‘5@ 58160-081562 15131a 10 Details Receve | | Dismss | (@)
Vaceine Orders (TWINRIX)
Vaceine Retums 20121022tester01 /7 11162012 HepB,  DO0DG-49371-00 U21602A 10 Details Receive | | Dismiss | (@)
ped/adol
Reports 20121022%sterd1 /8 11/16/2012 Hepd,  0D0DE-4951-00 1651A 10 Details Receive | | Dismiss | (@
ped/adol
Seftings 20150605testerdt /1 06/02/2015 HPV4  DDOD6-4045-41 KDD3931 20 Details Receive | | Dismiss | (@)
(Garaasil)
20150605testerl /12 DG/02/2015 Tdap 58160-0642-52 TANTS 20 Details Receve | | Dismss | (@)
20150605tester01 /3 06/02/2015 Hib Prpt  45261-0545-05 UI2TBAAA 10 Details Receive | | Dismiss | (@
20150605testerd /4 0G/02/2015 DTaP 49251-0286-10 CATE1AA 10 Details Receive | | Dismiss | (@)
(Daptacel)
20150610testerd1 /1 06102015 HPVA  DDODG-4045-41 KDD3931 20 Details Receive | | Dismiss | (@
(Gardasil)
20150610testerd /2 0G/0/2015 Tdap 58160-0842-52 TANTS 20 Details Receive | | Dismiss | (@)

6. Click on Receive to add to your on hand inventory. Fill out all BOLD boxes and insert comment to
log shipping dates and order numbers (optional)

(ALWAYS ADD SHIPMENTS ON THE DAY THEY ARE RECEIVED) This will help with accurate record
keeping and imgrove your reconciliation process.
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After you click Create, the new shipment will automatically populate into the on-hand inventory. No
further steps are needed.



7. To remove a shipment click Dismiss, add a comment as to why you are not accepting the
shipment and click ok.
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Add dismissed reason and click the ‘0K’ button
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8. By clicking on the Details button you can access a wealth of data before you accept the
shipment. A few things to watch for are partial shipments, expiration dates, and accurate NDC
codes.
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Vaccine Shipment Details

Q Patient Search This screen shows a read-only view of the shipment details for the specified vaccine order and line item. Press the o
‘Cancel' button to return to the previous screen
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Order Date: 10/22/2012  Order ID: 20121022tester01 Line No.: 6
Vaccines VTrckS Information
onl
On-Hand Order Create Date: 11/17/2012  Order ID: 0500021000 LineNo: 15
Reconciliation i i
. . Delivery Del. Line
R — Date Shipped: 11162012 Number: 0800061555 No.: 15
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Order Line v Partial N
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Manufacturer: GlaxoSmithKline NDC: 53160-0815-52
Expiration
Lot Number: 15131a Date: 0710172013
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